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VACANCY NOTICE SYSTEM 


I, MAPA Recommendation: 'Make better use of vacancy notices through 


defining purposes and results expected from their use and then using the 


. notices accordingly. " Conclusions and Recommendations pl OF wie 


. It°is operated differ 
some mechanical problems in the actual distribution of notices." Executive 
Summary, p. VII. 

B, "There is confusion as to the purpose of using a vacancy notice." 
C. "While the Vacancy Notice System is referred to as Agency-wide, 


“peek Bega: indicates that it operates on an. Anconsistent basis at 


three levels--Agency, Career Service, or Career Source Sub- -Group. ar, 
—D. "There is a problem on distribution (of vacancy notices) ... '. 
E. "This is an area where there can be great cifferences between 
employee expectations Sua reality. These differences need to be narrowed, 
as much as possible if the system is to benefit both the Agency and its 
employees." | 


Latter four statements from, The Present System, pp. 66-67. 


Ill. Analysis/Background. 


STAT [ ___eate 11 January 1973, announced the "implementation of 


~the-vacancy.."" 


iotices:will-normally. bé given Agengy-wide”” 


lving “special-training, oo 


to shee Directorates, 1 none Secege NEAC talks of gene yondae distribution 


ferent ‘approach, as, 


the need to fill a position on a rotation basis 


es 


DDO respondents recording the lowest "yes" percentage--12%. 


This view by Agency employees a pears to have changed little since 


Agency-wide by saying they will normally be given Agency-wide distribution. | 


Aon Fo (ed For Release 2005/1 2123: OA: rors 


lis” is not" actual practice, thus « creating employee confusion and con- ote 


eq ent complaint about notice distribution. ce 


The’ Current procedure for: réprodiicing and distributing ‘Agency- 


F ‘vacancy notices which begins. ‘in: Staff Personnel Division--also has : 


Tawbacks that Create: potential situationswhere | ‘employees may rightfully 


omplain that they do : not. see. vacancy notices and when they do, ‘the 


application deadline my ‘be past. “Upon receipt of a notice to be advertised 


Agency-wide and after normal adninistrative processing, SPD 3 xeroxes 112 


Copies for clerical notices and 218 copies: for professional/technical 1 notices | 
- for initial distribution to about. 65 offices of the Directorates where 


“discretion : is exercised Tegarding further distribution and how many additional : 


copies will Ber eroxed.. ee Tnely, cooperation obviously is. “required of pee 


"Directorates - to riake such - a distribution ; arrangement Works but such: an, 


uncontrolled scheme can occasionaily breakdown. 


A more effective ayaa exusted prior - ‘to: SPD's move one tead- 


~ quarters to Rosslyn in. August 1976. “SPD would receive overnight printing 


service £rom the Printing and Photography Division. After SPD's move, 


~ however, such ‘timely service > became infrequent and the norm for printing 


‘increased from. overnight . service to seven/ten days. “Unable to change the 


situation and receiving ‘employee complaints on. late notices, ‘SPD undertook 


the ‘time- consuming and costly task of xeroxing and distributing the ‘Agency- 


ide notices. 


Ie ees is a concern « over the distribution Syetens an employee 


“still: can remain informed by utilizing alternative sources of information. 
For Agency- wide vacancy notices, a sumnary list of - vacancies is posted monthly 


on the 6fficiat bulletin bea in seven “Agency buildings. Locations of . 


6 
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es oeeeeaas 


were. published.” 


is a wide range of employee opinions on the use of the vacancy notice--from 


- a desire to have etl gemcics filled through use of a notice to a 4 See ting 


Career’ Service ‘requires: priority consid mn“ be=gi a employee 


“in that: Service“in filling ‘a‘vatancy, Etimination-of this policy ‘iiay “2-7 ae 


Satisfy concerns of some employees who are dead-ended and see vacancy notices 


_as a-possible means for movement élSewheré) 


otice*program that has-poor dis 


180 applicants for 545 vacancies — 


but‘ it would créate-diSsatisfaction 


be ci culated | in: chis 0 her c mporien it ould, Seem, in. the > 


eyes ef the Project ee that. some employees: sciect the organization to 


iyo one ae pete Eee ee tena effort. on | their part t peroneal), SEeR readily. 


, 26-2. 
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FE foe additional reproduction within the Directorates. Distribution time ; 


ig ~~ thus would be. quicker, and nore efficient, and reproduction costs reduced. 


Although: the Project Grow considers the current vacancy notice 


"system to t be ‘basically sound, we ‘agree with the NAPA Team that! ‘thes artes 


ree : . “accomplished Be a. 1 dual system that preserves present practice Gee. & 


"three: p possible: Tevels, of vacancy, notice distribution ~7 Agency, Career a Be se 


ea or Gee Service Sub- Group for those positions where there : 
‘are no intemal candidates in the opinion of the Tine manager) , but also~ 


requires annual aay reporting to the Director of Personnel of all oes 


__ anticipatea vacancies during the _upconing fiscal year where qualified ee 


"candidates. from within the aeverising Component will ‘be considered 
a OS Gere 


and no vacancy notice distributed d. These latter vacancies along with 


essential sua AsCa Aone and a closing date for applications could be 


filed for a specified time period in central ieeattone available for 


employee review. Employees interested in specific jobs could be: referred 


by these centers to the personnel officer of the issuing component for 


- further information and application procedures, In short, vacancy 


| notices could be used for positions where candidates are actively being 
sought, and a means could | be provided for employees to obtain information 


and to por on their own ‘those anticipated vacant poeterons for which . 


ie are ‘fully ‘qualifies: internal eindinates. Such a mandatory cenorenes es 


system would strengthen SURG rCurTty for cross- Directorate movement and, 


: importantly, provide sufficient lead time for Career Services or, Sub- 


_ Groups to fill those positions ina TE orderly fashion. Such lead 


il. 
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_ tine would be especially critical in those Sub- “Groups comprised’ of 


- specialists where or coccurring. ‘vacancy results in a. chain of several 


_ subsequent vacancies. 


however. that may. be viewed as, ; dravbacks | 
_ -to. the mandatory TePOreUg scheme: costs for- tinely and efficient | i. 
+ ateenenes of the central ‘ocations may be high in comparison to the 
. frequency of employee. use; es may be disficult for some components, to. ie 
ite. 12- month projections; ‘and not least, security ~~ i. a access of 
all employees to a vacancy listing that could include sensitive positions. 
ster aspects would have to be examined. . The Project. Group notes , Puls 
oe that decision on cost/benefit could be delayed til. Completion, of a set ad 
“trial p period, most ‘vacancies “Tivolvirig planned rotations (e. g., Persamier: 
Security, Operations) can be anticipated, and that security concerns 
might be met by the component providing information in only the most 
general way or by exempting sensitive vacancies from mandatory reporting. 


.Another factor not to be overlooked is employee perceptions of a mandatory 


. reporting scheme on anticipated vacancies for which the components have 
qualified candidates. It could be viewed as a sham. , 2 
| The Project Group examined the feasibility of a mandatory Agency- 
| wide 2 vacancy notice systen and has concluded that such a system would 
. be an expensive, al consuming administrative burden that would create 
an enormous flow. of paper to all employees: announcing vacant positions . 
that generally apply to a relatively small portion of the Agency 
| population. Historically, 60% of Agency-wide vacancy notices have been 


for clerical positions, with about 45% of these for positions GS-06 and 


es i | ot. Oe 
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“bellow. Thus, most of the > positions have been of interest to about 15% } 


to. 25% of the Agency, not including. the | factor of job qualifications. oe 


aw Under a mandatory ‘system, which would include advertising of: highly 


| specialized jobs, this percentage probably would be « even. Tower, ‘Woreovér, 8 


man jatory systen would work at cross*purposes 1 with ‘the Career ‘Services 


and their _Fesponsibility fc employee development. The potential, 


oe - magnitude of a a mandatory system is: reflected in data for FY 1978 which 


“= shows ¢ there were about 4, 500 persomel movements in that P-nohith gevinds 


The progese Group also concludes that eipleyce understanding of 
the vacancy notice system could be improved if each Directorate 


developed for use in- its Career Service or Subs -Group a set of specific. 


oe “uide tines as to, what constitutes. a ‘vacancy, hen: tiotiices haute: be 


circulated, and at what level. of distribution. Such guidelines should 
" initially be published as a notice and subsequently in the Bicectoratest 
‘Personnel Handbooks which should be updated with more ee than | 
has been practiced, 

V. Project Group Recommendations 

| A. Retain the present vacancy notice concept and method for 
distribution for positions where line management has elected or is > 
" directed to solicit candidates from outside the advertising component. 


B. Make mans tory, for all components the annual reporting, to 


J the I Director of Personnel of, all anticipated vacancies GS- 15 and. below 


in the upcoming” ea year for which fully qualified internal candidates 


‘will be considered and no vacancy notice is to be issued, and 

establish for employee use at least two information repositories (e.g., 

Ames Building and Headquarters Library) for these vacancies and pertinent 
| 13 . ; 
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STAT 


aan criteria Seveloped. by the Director of Personnel for use by Career r Service | 


oe continued. 
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eit aus: including a closing date for applications. Information ° 


On, each p reported vacancy would be. -purged from oe file on the. ‘closing | es 


Ce: In one year, review the success and cost/benefit. of 


" Reconmendation B to detemtine 4E such mandatory reporting : should te 


"5. ‘The Director of Personnel, distribute ‘annually a notice to 
"employees eeuGiin the vacancy notice system _ the role of Staff 
Personnel ‘Division, and providing data on the previous year's vacancy 
notice results -- e. ee -» number of vacancies advertised through notices. 
number of applicants, a of such positions filled from outside 
the advertising component. ys = : 

| i a rewritten as J basic weliey 


Statement on the vacancy notice system reflecting its purpose, optional 


levels of notice distribution (i.e., Agency-wide or within Directorates), 
and authority of Career Service Heads to determine when to advertise a 


vacancy. Purpose of the system should note that it complements the 


individual Career Service personnel development systems, and that vacancy 


notices provide opportunity for competitive selection based on qualifica- 


tions, ability and potential. The regulation also should include basic 


“Heads: in defining a vacancy.” ‘Suck criteria ‘Gould include: 


° 


.No qualified candidate in the component; 


_° No candidate that the Career Service wants to rotate | 
into the position; 


° The position is not related to an Upwarc Mobility program: 
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ee a ‘The component is not secking an etiployee from, a specific . 


. ik “ Directorate te. g. : a DO officer to serve on.the IG Staff or an NEAC 


22 analyst to serve in DCD; 


: oe 


“There is ‘no eed to” ‘il. ‘the position by extemal recruit-" ve ~~ Sess 


ment; and’ 


Dor a position is not to be filled b Soy directed assignment because : 
“of an an. employee placement problen or disciplinary action, 
cee Fe Each Directorate publish specific information on vacancy 
a notices using NEAC's July 1979 issuance on the subj ect (attached) as a 
model framework, including policy, definition of a vacancy, requirements 
— for notice distribution and. procedures. 
7 G. _ Personnel Handbooks. of each, Directorate should include the. 
data, called for in Recommendation ae 
‘H. All Directorate issuances on the vacancy notice system 
including that which is in Personnel Handbooks be approved by the 
Director of Personnel. | ; 
I. Charge the Directors of Personnel and logistics to arrange 


for priority printing of Agency-wide vacancy notices and subsequent 


distribution. Sufficient numbers of notices should be printed to 
eliminate the need for further reproduction by the Directorates, thus 


reducing xeroxing costs and speeding dissemination. 


15 
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ae “Administrative Internal Use. Only ? 


Errata _ 7 


«4 Handbook, Administrative Use EOply * 


7 : “Attached ‘is ‘the revised ae x of. the NFAC 
_ Personnel Handbook. 
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Section X 
Vacancy Notices 


A. Policy 


1. The NFAC Vacancy Notice System is designed to: 


‘© Provide NFAC mangers with several fully qualified 
candidates for each anticipated vacancy. 


e Ensure that all qualified personnel have an oppor- 
tunity to compete for assignments in which they are 
interested. 


e Promote inter-Office and inter-Directorate rotation. 


¢ Promote equal employment opportunity and upward 
mobility. 


e Minimize unnecessary paperwork. 


2. It is Center policy to issue an NFAC-wide Waeaticy 
Notice under the following circumstances: 


¢ Vacancy Notices are mandatory for all foreign and 
domestic field positions. 


e Vacancy Notices are mandatory for all full-time and 
part-time clerical vacancies GS-06 and above. 


° Vacancy Notices are mandatory for all GS-14 and. 
GS-15 vacancies. 


e Vacancy Notices are mandatory for professional 
positions at grades GS-11 through GS-13 whenever an 
Office is soliciting candidates from outside the Office. 


e Vacancy Notices are mandatory for professional 
positions at grades GS-1f1 through GS-13 whenever an 
Office does not have an immediately available, fully 
qualified candidate. 
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3. Vacancy Notices are not issued for positions 
identified under the Advancement Opportunities Pro- 
gram; candidates apply for the Program rather than 
for specific position vacancies. NFAC-wide Vacancy 
Notices are not routinely issued for professional 
vacancies at grade GS-10 and below or for clerical 
vancancies GS-05 and below, since at these grades 
Offices normally have a pool of well-qualified candi- 
dates or are actively pursuing external recruitment to. 
fill skill shortages. 


4. In circumstances where an NFAC-wide Vacancy’ 
Notice is not required, an Office-level Vacancy Notice 
may be issued at the discretion of the Office Director 
when there are several fully qualified candidates 
within the Office, and the Office Director wants to 
ensurc that all interested ermployees have an oppor- 
tunity to compete for the assignment. 


5. Heads of all Office-level components are responsible 
for ensuring that Vacancy Notices (Form 2762, figure 
5) are issued in accordance with Center policy and that 
they are distributed rapidly and equitably to all 
employees eligible to fill the positions advertised. 


6. All employees in the Center will be given the 
opportunity to apply for vacancies without risk of being 
penalized for doing so. Any individual who feels he or 
she is being so penalized has a Jegitimate grievance and 
may proceed accordingly (see section XIV). 


B. Vacancies 
1. A vacancy exists whenever the incumbent of a 


position resigns, retires, or is reassigned under condi- 
tions other than those described in paragraph B.2. 
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sien) When personnel occupying positions atthesame _ 


grade level are rotated within an Office so as to 
..; enhance their career development. within that Office or. 
* when a position ‘and its incumbent are reallocated as a 
result of an Office reorganization, no vacancy is 


- : created. Thus, Vacancy Notices will are not be issued © 
av fin n these .types 0 ‘of seassippmegisy’ vs 


-C. Procedures 
1. Timing 
a. Headquarters Vacancy Notices will be issued as the 


vacancies occur. Deadline for nominations is normally 
at least 3 weeks after the date of issuance. 


b. A Vacancy Notice of any appropriate overseas 

professional position usually is issued at least 12 
months prior to an expected vacancy and 6 months 
prior to an expected vacancy for an overseas clerical 
position. 


2. Distribution of Notices 

a. An NFAC-wide Vacancy Notice is usually first 
circulated within the Center. If the response is 
inadequate, the Vacancy Notice may be circulated 
throughout the Agency after approval is obtained from 
the NFAC Administrative Staff. An Agency-wide 
Vacancy Notice may be issued initially if the vacancy 
is known to be hard to fill or if a Notice for the position 
had already been circulated within the Center during 
‘the preceding six months with insufficient response. 


b. NFAC Vacancy Notices are distributed to all 
NFAC components and to the Staff Personnel Divi- 
sion, Office of Personnel (SPD/OP). Printing and 
Photography Division, Office of Logistics, makes 
distribution and is informed of changes in the distribu- 


tion list by the NFAC Administrative Staff. Within an 


Office, Vacancy Notices will be made available to all 
employees eligible to fill the positions advertised. 


c. SDP/OP distributes Agency-wide Vacancy Notices. 


3. Application for Vacancy 

a. Individuals may apply or component heads may 
nominate qualified candidates for vacancies. Employ- 
ees who are more than two grades. below the grade of 
the position will usually not be considered. 


’_B. Normally the heads of Career Panels forward only” 
~ the applications of those individuals they determine to 

be qualified | to filla vacancy. However, at an employ- hd 
~ ee’s request, the application can be forwarded for 


consideration by the advertising component even 
though it does not have the endorsement of the head of 


- the employee's Career Panel. In such cases, the Career 


Panel will note the lack of endorsement. 


" ¢: An applicant has the option of submitting a 


memorandum with the application explaining his or 
her special qualifications for the advertised job. 


d. Application and endorsement will be made on Form 
2762a (figure 6). 


4. Interview and Notification of Selection 

a. Headquarters Area Vacancies. The originating — 
component reviews the qualifications of nominees and 
interviews those of interest. Additionally, if the va- 
cancy involves a rotational assignment with an NFAC 
staff, the staff chief may consult with the NFAC 
Assignments Panel to discuss the applicants or to seck 
its recommendations. The Administrative Officer of 
each component that submitted nominations for a 
vacancy is notified when the selection has been made. 
It is the Administrative Officer’s responsiblity to keep 
applicants informed. 


b. Overseas Vacancies. The NFAC Assignments Panel 
reviews all applications for overseas positions and 
submits recommendations to the Chairman, NFAC 
Career Service Board, who will make the final 
selection (see section XI,B). Candidates for overseas - 
positions are not interviewed by the Panel, but rather 
are represented by their component’s member on the 
Panel. As a permanent member of the Assignments 
Panel, the NFAC Career Development Officer is 
responsible for informing by memorandum those 
applicants not selected. 


5. Release of Employee 

Components must release individuals selected to fill 
Headquarters vacancies within three weeks of their 
selection. . 
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